
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. This letter is to confirm your 

follow-up appointment scheduled for [Date] at [Time]. We will meet at 

[Location/Office Name].  

During this appointment, we will discuss [specific topics/issues to be 

addressed], and address any questions or concerns you may have. Please 

feel free to bring any relevant documents or information that might 

assist our discussion.  

If you need to reschedule or require additional assistance, do not 

hesitate to contact me at [Your Phone Number] or [Your Email Address].  

Thank you for your attention, and I look forward to seeing you soon.  

Warm regards,  

[Your Name]  

[Your Title]  

[Your Organization] 


